Nelson Notes
Newsletter of Nelson Group, Association of Administrative Professionals NZ Inc
PO Box 1350, Nelson 7040

“Promoting professional development and excellence”

APRIL 2019

WEDNESDAY, 17 APRIL

Dates To Diarise

ADMINISTRATIVE PROFESSIONALS DAY
Wednesday, 17 April 2019
12-1.30pm at Trailways Hotel, Nelson

GROUP MEETINGS
Election of Officers and AGM
Cynthia Pratt, Managing your Health
Tuesday, 28 May

MANAGEMENT TEAM MEETINGS

Administrative Professionals Day is the one day of the year when we
celebrate being the outstanding professionals we all are. Take pride
in your administrative role and be acknowledged for the work that
you do.

Tuesday, 2 April 5.30pm
WSP Opus Meeting Room, Nelson

Our guest speaker is Pic Picot, NZOM, who
will be bringing us his fascinating story about
his12-year journey making Peanut Butter.

OTHER EVENTS

With an Order of Merit pinned to his jacket,
the iconic guide dog Fido by his side, and
stars in his eyes (red stars literally superglued
to the side of his glasses), Pic has his failing
eyes set on world domination, and he's well
on the way.

Southern Regional Gathering
‘Reclaim Your Time’
Saturday, 6 April, Christchurch
AAPNZ Professional Development Forum
Saturday, 14 September, Dunedin

NEWSLETTER
Deadline for articles to be included in the
May newsletter is Friday, 12 Apil 2019.
Please e-mail Margaret Bartlett at

bushrunner@xtra.co.nz

Pic’s produces 25,000 jars a day, hires 50 employees, sends his
product to 11 countries, and has an awful lot of passion for his
business and community.
Nelson Group would love to see as many members as possible
attend, together with colleagues and employers.
Registration closes on Wednesday, 10 April.
When:

Wednesday, 17 April 2019

Where:

Trailways Hotel, Trafalgar Street, Nelson

Time:

12 noon-1.30pm

Cost

$35 members and managers
$40 sponsors
$45 non-members and managers
robinwhalleyoffice@gmail.com by 10 April to register

RSVP:
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President’s Report
Greetings Ladies

Paul Bell from Intepeople gave us much to think about at
our March Group meeting as he talked about the future of
work. It was very applicable to me as I prepare to leave a
job I have had for over 20 years and consider my options
to find new work. At the meeting I announced I will be
leaving Nelson in the middle of the year and moving to
Dunedin. So, only a few more meetings for me with Nelson
AAPNZ, but it will be a new season with the Dunedin
Group.

April Newsletter Contributors
Thank you to this month’s contributors
Margaret Bartlett

Shelley Hawke

Patti Rizer

Kathy Webb

Alma Kelleher

Inside This Issue
Page

April and May will be busy.
On April 17 we have International Administrative
Professionals Day, and we will again be hosting a luncheon
at Trailways. Our guest speaker is Pic Picot, founder of
Pic’s Peanut Butter. I’m sure that this local entrepreneur
and business icon will not only entertain us but also give us
some keys to business growth. We are in for a treat! If
you haven’t registered yet, it’s not too late! Please
encourage other administrative staff (and managers) in
your place of work to attend.
Our Annual Meeting and Election of Officers is coming up
on 28 May (please make a note of the date).
We are looking for some new blood on the Management
Team. Please think seriously about joining the team. Not
all Team members hold a portfolio, and it’s good to have
people who can be called upon for the occasional extra
job but don’t have to take on a great deal of
responsibility. Being a part of the Team provides
opportunities to learn new skills and develop areas that
may not be part of your day-to-day work – it’s a great,
safe learning environment. Cynthia Pratt will be our guest
speaker at the meeting and, as usual, she will share
something to improve our personal wellbeing.
We have a busy few months ahead for our group with
plenty of opportunities for professional development,
networking, and promoting our organisation.
Membership renewals - please log in to the AAPNZ Inc
website, access your profile and within there is your
renewal information. It may take a bit of looking, but
please take the time to do this and pay your annual
subscription to remain a member of AAPNZ Nelson Group.
Shelley Hawke

President
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It is with sadness Nelson Group
announces that Dulcie Carson’s
husband, Allan Carson, died
peacefully on 26 March after a
short illness. Allan was 97 and
lived a very active, happy, full life. Allan and
Dulcie had been married for 48 years.
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MARCH MEETING REPORT by Alma Kelleher
The Future of Work - Paul Bell
Our President, Shelley Hawke, presented Megan Clark and Kathy Webb
with their 15-year membership bars. Shelley reminded members about registering for APD. Patti then introduced our guest speaker, Paul Bell.
“What do you consider your main strengths and weaknesses to be?” My
guess is that every person in the seminar room (that WSP-Opus so generously
makes available for AAPNZ group meetings) has had to answer that question
more than once in their professional career.

Shelley presents Megan with
her 15-year membership bar
Shelley presents Kathy with
her 15-year membership bar

Although it may continue to be asked in future job interviews, Paul Bell, Managing Director of Intepeople Nelson gave
early notice that the job market, the type of jobs in demand, and the recruitment process will be radically different as
we move into the not too distant future.
The employment landscape is changing. Recruitment will be carried out on a global platform.
New industries are emerging, and they require a workforce that is trained and skilled in
competencies that seem almost utopic to us. Many of the jobs we hold today will disappear
and new ones will evolve. The way we work will change. The increasingly sophisticated
technology, global connectedness and new industries around the world will shape a workforce
that requires a very different set of skills.
However, let’s stay in the present for the moment as I don’t think anybody in the room has
aspirations of becoming an astrophysicist or air hostess on intergalactic flights.
What did Paul say about the current job market, particularly in Nelson, and the recruitment
scenario? Here’s the good news…. and the bad news:
The Ageing Workforce: Compared with other countries around the world, New Zealand’s
Zealand’s mature employment rates are
mature employment rates are high and only getting higher as employers (not all, Paul admits) “New
only getting higher.”
begin to value mature workers for their staying power, job knowledge and reliability. This
trend allows people to stay in the workforce longer – and many take advantage of that. The downside is that there is
still a perception among employers that mature workers are set in their ways, resistant to change and reluctant to learn
new skills. (Attendance at any AAPNZ group meeting would rapidly change that perception!!!)
The Nelson Job Market: According to Paul, Nelson employment levels are among the best in the country. Jobs are being filled rapidly, but more people are moving to Nelson seeking work. A recent job advertised attracted over 180
applicants many of whom had excellent qualifications. As pointed out by a member of the audience, this trend does not
apply to all professions; there is a distinct and drastic shortage of tradespeople (now you
know what to train for).
The Job Application Process: Paul gave some very good advice and a few secret tips.
Generally speaking, everybody knows that the recruitment process has moved from
newspaper ads to on-line platforms. But there is an emerging trend that indicates neither
personnel agencies nor applicants rely exclusively on this job-hunting process; they are being
much more pro-active. Employment agencies, on behalf of larger organisations or innovative
boutique enterprises (and they are well represented in Nelson and Tasman), will browse
social network sites for people who stand out, not just because of their qualifications but also
because of their competencies, attributes and creative potential. For the right candidate,
these employers are prepared to pay competitive salaries. Conversely, job seekers - and
these are more likely to be graduates or millennials - will actively research companies they
would really like to work for, and they will job hunt globally.
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“The recruitment process has changed from
newspaper ads to on-line platforms like
LinkedIn.”
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MARCH MEETING REPORT CONT’D
Paul pointed out that Intepeople has already made moves to adapt to the changing work environment by extending
professional services to include human resources consulting, performance management, talent sourcing and building their
‘temp’ workforce, which Paul predicts will ‘super charge’.
Digital Transformation. “What’s that?” I asked myself. Listening carefully to Paul’s words, I gathered this had to do
with introducing digital technology into business and industry, which then fundamentally changes how these sectors
operate, and that will change our jobs, even here in little old Nelson. Paul cited a few examples - forestry companies
have already started mechanising the logging operation, and fruit and vegetable growers are looking at ways of
mechanising harvesting.

New Skills and Capabilities: Looking to the future, robots and Artificial Intelligence will carry out many of the jobs
currently done by humans, and they will be better at it because they will be more precise, unemotional and therefore not
distracted by everyday life or people dynamics. But that does not mean humans will become redundant. Quite to the
contrary. Here Paul would have turned his attention to the younger
generation, the millennials, few of whom were in the room, if any.
But mothers, (and grandmothers dare I say?), aunts and family
friends were. Even if some of these new skill sets may not apply to
those in the middle of their careers or those in the mature work
force, take Paul’s advice back to the kids in your families and
friends’ families. These are some of the skills that robots will not be
Some of the members and guests at the meeting
able to perform and which will be sought by employers in the
future: problem solving and analysis, creativity and agile or critical thinking; inter-disciplinary skills; team work, people
skills, adaptability or, as Paul described it so poetically, ‘learning to navigate the wave’.
Finishing off with a trip into the future, what could job titles look like? Here are some suggestions: Global Waste Disposal Engineer, Earthquake Forecaster, Alternative Energy Engineers, Internet Security Agent,
Commercial Space Pilot.
Thank you, Paul, for a lively and informative presentation and for those very useful secret tips for the job
hunters.
Thanks to WSP-Opus for their generosity in making available their facilities to AAPNZ.

Margaret Black thanks Paul for his inspiring presentation about the current and future job markets.

AAPNZ Nelson Notes — April 2019

Page 4

2019/2020 ELECTION OF OFFICERS TO NELSON GROUP MANAGEMENT TEAM
The following is a list of Management Team positions. This is an opportunity for your Professional Development and an
addition to your CV! Sometimes positions can be broken up between two people. Please think about accepting a
nomination to join the Management Team. We need your skills and knowledge.
PORTFOLIOS

All positions become vacant each year, but current Management Team (MT) members may make themselves available for
nomination again.
Group President

Group Vice-President

Spokesperson for the Group. Provides leadership for the
Group and represents the Association in Nelson. Chairs all
MT meetings and encourages member involvement.
Develops the skills and experience of Group and MT
members.

Deputises for the Group President, as necessary, and by
agreement shares the tasks in the portfolio.

Group Financial Officer

Group Newsletter Editor

Manages the Group’s bank accounts. Maintains incoming
cash and outgoing payments. Recommends strategies for
the financial efficiency of the Group. Ensure all documents
are retained according to law and/or the Association.
Arranges for the annual accounts to be reviewed. Provides
a monthly report to the MT.
Group Administrator Officer

Edits and produces the Nelson Notes. Advises members
of deadlines for articles and reports for the newsletters.
Provides a monthly report to the MT.

Manages incoming and outgoing correspondence.
Circulates relevant information to Group members and
National Office. Attends MT meetings, sends out agendas
and MT reports, takes and produces minutes and circulates.
Provides a monthly report to the MT.
Group Membership Officer

Ensures members are advised of all monthly events
relating to the Group. Manages RSVPs and general
needs of each event. Provides a monthly report of
attendance to the MT

Actively promotes the Group to recruit members. Sends
membership packs to prospective members and liaises with
them to encourage attendance and involvement. Provides a
monthly report to the MT.

Encourages members to participate in new learning
experiences. Draws attention of members to suitable
courses of study. Increases awareness of Certification.
Provides a monthly report to the MT.

Group Webpage Administrator

Group Historian

Develops and maintains the Group’s webpage, ensuring
that the information is up to date and relevant. Provides a
monthly report to the MT.
Group Management Team members without portfolio

Maintains the Group history books adding photos from
all Group functions. Collects and files all media articles.
Reports to the MT.
NOTE

Involves back-up and support to all members of the
Management Team. A great place to learn about what
goes on in the Nelson Group and learn about each role.

Office bearers must be Full, Merit or Honorary Life
Members. Affiliate and Corporate members are very
welcome as MT members and have voting rights in
accordance with the Association rules.

Group Meeting Coordinator

Group Education Officer

MT members organise appropriate catering for the Nelson
Group meetings.
I/We wish to nominate (full name)………………................……....….…..for the position of…………………………….........…………
Signature of Proposer……………………………..….....…………Signature of Seconder………………………...................……..…...
I accept the above nomination……………….....………………...(Signature of Nominee)
Members may be nominated for more than one position. Only financial members are eligible to vote. By Wednesday, 22 May
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THE DATES FOR 2019
MEMBER SAVE
OF THE
YEAR—NELSON GROUP

T

he Member of the Year (MOTY) award is in
recognition of quality of membership, dedication and
involvement with the Nelson Group of the Association.
Your nominee may have been involved in one or more of
the following ways:





AAPNZ National Officer
Management Team Member
Past Management Team member
Project Team member (APD, seminars, group
meetings, etc)



Attendance at meetings, conferences, workshops



Volunteer work on special AAPNZ assignments



AAPNZ promoter in education, community, etc



Outstanding service to and generous involvement in
the Nelson Group and AAPNZ as a whole.

You may have other reasons for nominating a member
for this award.

Nomination letter
When making your nomination, please:
 State the nominee’s name (The first sentence could

read “I nominate_______ as the
Nelson Group Member of the Year”)
 List the reasons you feel this person should be
MOTY
 Expand on these reasons
 Give examples of this person’s efforts

 Limit your nomination to one A4 size sheet of

paper
 Please sign your nomination
Nominations may be posted or e-mailed.

·

E-mail to Shelley Hawke (sehawke@xtra.co.nz)

·

Post to MOTY Committee, PO Box 1350,
Nelson 7040 (Please mark “Confidential” on the
envelope.)

Deadline for nominations: E-mailed or postmarked,
no later than Friday, 5 April 2019.
Note: There does not have to be a MOTY every
year. No seconder for the nomination is necessary.
If a MOTY is selected, the award will be presented
at APD on Wednesday, 18 April.
Former Members of the Year include:
Barbara Gardner, Correne Brewerton, Patricia
Hunter, Patti Rizer (x2), Trudy Tyler (x2), Jo Greig,
Wendy Bee, Amie Brewerton, Diane Bennett, Kathy
Webb, Margie Laubscher, Margaret Black,
Margaret Bartlett (x2), Shelley Hawke, Carol
Foote, Irene Buchan and Terri Johnson.

APRIL BIRTHDAYS

W

arm birthday wishes to the following birthday
girls:

Terressa Zwart

7 April

Fran Martin

21 April

Margaret Black

28 April

SINCERE APOLOGIES BIRTHDAY GIRLS MISSED
15 March Terri Johnson, 23 March Carol Foote
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PROFESSIONAL DEVELOPMENT OPPORTUNITIES UPDATE
One of the benefits of belonging to AAPNZ is professional development opportunities. One of these
professional development opportunities is achieving AAPNZ Certification.

What is certification? AAPNZ Certification is a credentialing process that verifies you are a
professional and have skills that demonstrate excellence in your field. Having Certification will give
you an edge when applying for a job, when asking for a promotion, or when going through a
performance evaluation.

What are the requirements for Certification?
The requirements for Certification are threefold:
Employment – employed as a business administrator in a paid or voluntary role at least 3 years before
applying for Certification and have worked not less than 400 hours a year.
Formal Learning – certificates, diplomas and degrees at Level 5 or above.
Continuing Professional Development – 25 hours of continuing professional development in a business
administration related field over the past five years.
Five of our members have achieved Certification
Diane Bennett

Terri Johnson

Fran Martin

Kathy Webb

Katrina Aldridge

Deadline to apply for Certification: 20 March 2019
Provisional Certification
Provisional Certification is an interim step to Certification and may be achieved when the formal qualification
you hold is a Level 4 certificate, or during the interim period between submission of application and AGM.

Deadline to apply for Provisional Certification Renewal: 20 March 2019
Certification Renewal
Every two years Certified members must renew their Certification.

Deadline to apply for Certification Renewal: 1 April 2019
Associate Designation: Members may apply for their Associate Designation after 5 years’ membership in
AAPNZ, employed 10 years as a senior office professional OR 5 years’ work experience as a senior office
processional and 20 credits at Level 3 or above, and be an active member of Nelson Group.

Deadline to apply for Associate Designation Extended: Friday, 31 May 2019
Fellow Designation: Members may apply for their Fellow Designation after 10 years’ membership in
AAPNZ (or 5 years as an Associate), must be currently employed, be an active member Nelson Group
and hold Certification.
Deadline to apply for Fellow Designation Extended: Friday, 31 May 2019
To access the forms for new or renewal Certifications, log into the AAPNZ Website. If you have any problems logging in,
please contact Chick Mitchell on membership@appnz.org.nz
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Do you want to join the Association of Administrative Professionals New Zealand?
Need to convince your Employer? Here is an explanation of the Association.

ATTENTION EMPLOYERS
REWARD YOUR ADMINISTRATIVE STAFF BY
ENCOURAGING THEM TO JOIN OUR GROUP

Association of Administrative Professionals NZ Inc (AAPNZ)
Benefits for the Employer


A chance to show your appreciation



Recognise members' achievements



Provide pathways to professional and administrative excellence



This supportive local and national network gives administrative professionals
opportunities for personal growth and career development



Educational workshops and seminars throughout the year

Benefits for Staff


Professional development and recognition



Fellowship, mentoring and networking opportunities



Keeping up with change in a profession at the cutting edge of technology



Monthly meetings with interesting speakers on various topics



Qualifications and certifications



Professional publications

Find out more about AAPNZ by:


Visiting the AAPNZ (Nelson Group) Website: http://www.aapnz.org.nz/Nelson



Come along to a Nelson Group Meeting and..This meeting is free for first time guests.
- Socialise - refreshments provided
- Update your skills and knowledge
- Hear about the rewards and benefits of AAPNZ and Nelson Group



Take advantage of membership opportunities
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GRAMMAR TIP— COMMAS # 2 by Patti Rizer

Comma Splice
Commas are a troublesome punctuation mark; therefore, I am going to focus on commas for a
few months. This month we will review the ‘comma splice’.
A common comma error is to separate two independent clauses with a comma that are not joined by a coordinating
conjunction. This error called a comma splice. (The incorrect sentence is also called a ‘run-on sentence.)

Example: Shelley appointed Susan to chair the project team, Alma agreed to be a member of the team.
The comma in the above sentence is used to ‘splice together’ two independent clauses.
It's easy to fix a comma splice once you are aware of the problem.
(1) Join two independent clauses using a coordinator preceded by a comma.
(2) Use a semicolon to join the independent clauses.
(3) Use a full stop and make each sentence stand by itself.
Below are three ways to correct the incorrect example above:
1.
2.
3.

Shelley appointed Susan to chair the project team, and Alma agreed to be a member of the team.
Shelley appointed Susan to chair the project team; Alma agreed to be a member of the team.
Shelley appointed Susan to chair the project team. Alma agreed to be a member of the team.

How many of the following sentences have comma splices?
1.

This year our goals have been to reach more people than ever before, I am happy to report this goal has been
reached.

2.

We are participating in the local fundraiser again this year, last year was our first year.

3.

I have been to Christchurch twice and have met with all of the tenants, the end of year accounts will be prepared
early in April.

4.

Please find attached the two monthly reports for the month, for various reasons I did not make the owners’
payment this month.

5.

The tenant did short pay the operating costs because he called a plumber out over Christmas, I advised him this
was an unacceptable practice.

6.

This tenant also had a cracked window, I had them all repaired under the same insurance claim.

7.

The building has been repainted, I have attached a photo of the repainted building.

8.

I have emailed and discussed the issue of the arrears on a weekly basis, so far 3 months’ rent has been missed.

All eight sentences contain a comma splice. To correct the comma splice error, you may:
1.

Join two independent clauses using a coordinator preceded by a comma.

2.

Use a semicolon to join the independent clauses.

3.

Use a full stop and make each sentence stand by itself.
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SKILLS BASE by Debbie Mayo-Smith
Google Maps – Your Own Layer
Planning a trip? Want to visualise where your customers and prospects are located? See how successful your advertising
is? You might not know that you can create your own “data map” incorporated into Google Maps. It’s as simple as uploading an Excel sheet of data to Google Maps (my Maps). If your sheet has 7 locations each with 12 columns of data –
it will create 7 drop pins. When one is clicked it will show you the 12 pieces of information. From planning a European
holiday and mapping your hotel bookings, to visualising the location of your clients – to showing where your company
locations are – you can create a Google Map layer and either keep it private or share it (via a URL).
All you need is a google account. You go to Google Maps, From the menu select My Places > Maps > Create A Map
Here’s the how-to from Google to give you all the ins and outs. https://support.google.com/mymaps/answer/3024454?
hl=en&ref_topic=3188329

iPhone Tip - Use Siri to Make Lists
Instead of jotting down a to-do list manually on your iPhone; or adding another item to a list; use Siri. Either use your
Hey Siri feature or tap the home button to activate Siri and give the command. For example you can say “Siri, add set
up a meeting with Debbie Mayo-Smith to my To Do list.” Or “Siri, add coffee and Flax seeds to my weekly shopping
list.” Siri will add items to your existing lists, create Notes, and more.

Android Camera Trick - Get to your camera in a flash
Two or three seconds can make a huge difference between a great shot and a miss, can’t it? So here’s a quick tip you
probably don’t know. Double-tap your phone power button to instantly open the camera, whether your display is on or
not.
This works on many popular Android phones
 Samsung Galaxy (pre-2017 models, use the physical Home button instead of the power button)
 Many HTC's recent phones
 Google Pixel
 LG phones have this shortcut as the volume-down button
 Motorola uses a double twist motion

When Delete Means Delete
When you click on the outlook deleted folder, more often than not, the deleted folder will have thousands of emails in it.
Debbie has seen some with over 20,000 emails! For some, the answer is simple. Deleted does not mean deleted, it means
hold it here in case I might ever need it again. Or it could be the I’m afraid to permanently delete folder.
If you find you have a huge storehouse of emails in your deleted items folder but don’t want them – a simple click is all it
takes to permanently delete all items in your Outlook folder when you close the program. Turn it on now: Outlook:File >
Options > Advanced > Outlook Start and Exit > tick the box Empty Deleted Items folder when exiting Outlook.

Sections in PowerPoint
I received a lot of wonderful feedback with my Morph PowerPoint Slide tip. Today I thought to share another tip you’ll
find useful.
Sections! This feature allows you to organise, review and manage your slides by grouping them (into sections). For
example if your presentation covers four main points, with many slides for each point, you can create four sections.
Then when you’re working on one of the sections, you can collapse the other three so you can focus on that group.
You’ll find Sections on the Home Ribbon> Slides Menu. Here’s a few things you can do with sections:
 Select all the slides in a section
 Collapse or expand the sections
 Move all the slides in a section by dragging
 Delete the slides in a section
Here is a one minute Microsoft Office tutorial if you’re interested: https://support.office.com/en-us/article/videoorganize-slides-into-sections-314cfd6f-dfb0-44f6-8bf5-8d7c2f4f4332
Debbie gives speeches, seminars and trains on technology and personal productivity. Sign up for her monthly quick tip
newsletter here. http://debbiespeaks.com/newsletter/newsletter-sign-up/
To have Debbie speak at your next event or train your team call 64 27 575 5359 or visit her www.debbiespeaks.com
Published by SuccessIS. Debbie Mayo-Smith International Motivational Business Speaker and Author, 35 Chelmsford Ave, Glendowie, Auckland
NZ. Phone 64 9 575 5359. Copyright 2017 SuccesslS. All rights reserved. SuccessIS is committed to protecting your privacy.
We do not sell, trade, rent or otherwise disclose any personal information you provide to us.
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NELSON GROUP MANAGEMENT TEAM 2018/2019
Group President
Shelley Hawke
544 7596 w
544 7982 h
027 689 8247 m

Financial Officer
NMIT Representative
Katrina Aldridge
027 262 5592 m

Group Events
Co-ordinator
Kathy Webb
545 1755 h
021 134 3736 m

Katrina.Aldridge@opus.co.nz

skwebb@xtra.co.nz

Newsletter Editor
Margaret Bartlett

Membership Officer
Alma Kelleher

Education Officer
Patti Rizer

547 7759 h

547 6681 h

548 7232 h

027 3099 655 m

021 020 38840 m

021 053 2953 m

bushrunner@xtra.co.nz

info@nelsonsecretarial.co.nz

patti@ts.co.nz

Website Officer
Rossana Rogers

Administration Officer
Sarah Brown

Group Photographer
Irene Buchan

sehawke@xtra.co.nz

542 2100 h
027 372 5087 m

rossanarogers@xtra.co.nz

541 9052 h
021 030 7298 m

021 122 5312 m

ibuchan@ihug.co.nz

sarah.alice@outlook.co.nz

MT Member
Susan Sparrow
546 9535
027 473 3567

robinwhalleyoffice@gmail.com
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